
 

 

Quick Reference Guide 
FOIAonline 

How to Close a Task 

This Quick Reference Guide provides instructions for closing out a task in 

FOIAonline.   

 

1. Click on the gray Edit or Close Out Task button on left navigation bar. 

(Figure 1)   

2. Choose your selection from the “Outcome” options. (Figure 2) 

3. Include any additional necessary information in the “Comments” box. 

4. Click the green Close Out Task button.  

 

Figure 1: Request Details 

 

 

 



 
 

 

Figure 2: Outcome of Task 

 

NOTE:  In order to close a request, all tasks must be closed.  

 


